DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

APPLICATION FORf RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta, Georgia, 30334
Attention: Schedullng Section. _ f_

FOR AGENCY USE____ | 1. Agency Address ' FOR RECORDS MANAGEMENT USE

Application Date ~|Department of Natural Resources Application Number R
Environmental Protection Division

oo IWater Protection Branch - Program Coord- 6 ‘ - Ll Q_-S__

Application Number ination Section; Laborafory Operations Date Rece:\f‘ed Date Completed
_____|water supply 1ab; Room 31-H Health Blag. |SEP 1471381 |'GCT 26 198
2. Person to Contact 7 Atlanta, Georgla 30334 working Title - Telophone Number |
Eloise Stewart o - i Laboratory Manager 656—4811

3. Action Requested .r
a. [A Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

| c. 3 Amend Application No. _ Check One: [ Change; [ Supercede; [ Void
4. Dates of Series 5. Records Series Title (followed by title used in office, if different}
Earliest - Latest

1975 | current Water Supply Laboratory Report File Copy Books

6. Dlwslon and Offlce Function What is the_ fi.mctlon of the Dlwsmn and the Office in which this record series ls created?

The Water Supply Laboratory is responsible for receiving and conductlng bacteriological
examinations of drinking water samples from County Health Departments (individuals' pri-
vate wellsg) ;non-community water supply systems (. wells utilized by municipalities,
schools, military 1nsta11atlons, mobile home parks, etc.); and community water supply
systems (approximately twenty County systems). The Laboratory enters data relating to
all drinking water sources other than from County Health Departments (private individuals)
into the computer for use by other programs within the Water Protection Branch.

7.- heoord Serios Description This file oontauns the following documents (include form numbers and t:tles if anyl:
Attach samples of the file.

Documents relating to: maintaining the file copy of Water Supply Laboratory Reports.

Includedare: "File Copy Books " conta1n1ng Laboratory Reports on which are
recorded Source name and address; date sample collected, examined, and
reported; I.D. number; 1aboratory control number; analysis data; and -
other related information.

Fﬂehmwm@d numerically by F11e Copy Book number -thereunder numerically
' by .1aboratory controél number. ' '

8. Monthly Reference Rate " How often are records referred to which are: N
One to six months old M_; Seven to twelve months old da 11)7 ; Thirteen to twenty-four months old i%.léim_;
- twenty-fivemonthsandolder 7 ) ) ) o
9 Annual Rate of Accumulatlon of Records . ‘ _
Letter-size drawers . 1ega| sizedrawers _____~ ’:Shelves __.______:Other (specify) 2 Cu . ft.
- e w . "*:; -~
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YES No 10 Questlonnalre (Place an X"’ in the proper column)
. Is this the official copy of the serles7
X If not, where_is_it? o i —
X b. Does the series contain ccrnfldentlal mformatlon requiring security handllng? If yes, cite law or regulation.
X | ¢ lIsthis a vital record? e .
X_ d. Does this series have historical or Ionmm research vatue? : :
e. When one or two documents in the file make it necessary to keep the entire file for a long perlod could these
___N /A ‘documents be scheduled separately? . _ .
X | f. 1sthe information contained in this series ever published? _If ves, attach copy. .
q. Is the mformatuon contained in this series ever analyzed and/or recorded in a summarized report?
| | X | 7 tfves.attach copy. e B
. h. Is there a duphcatton of this series in your office, or in another offtce qr agencv? .
X | | i yes. wherez COpPY sent to Water Supply Sectilon ]
[ X | “i._)s this series for a major DQI&Q[MLL(LL&QU[BIIY microfilmed? —— - —_— e :
X _’j.._Daes the record series result in a computer printout? e -
11. Retentlon Reqguirements ? The following requires the series to be kept
a. State Law -_ . . Years, d. Audit period years.
b. Statute of limitation —__ _Years. e. Administrative need — _5__._years.
c. Federal law —_ . ._Years, f. Federal re:cention instructions - ___ _ _ ____vyears.

Attach copy or excert of laws or regulatlons Explain administrative need.
Office reference requirements

DNR Rules and Regulations for Safe Drinking Water - Chapter 391-3-5-.15°

_".Z.mlcroblologlcal analyses shall be kept for not less than 5 years.."

r

12,

.-

Recommendations in para- -
graph 12 are approved. State Auditor/Designee

(If disapproved, attach letter m
of explaqation.)i taly of State/Designee

Apprt;ve;:l Dispositioﬁﬁs?ruétibns This;genw fé;:ahmends that the file series bé cut off at the end of each: .

o Caleridéf Year; XX Fiscal Year; [} Other . . e ,then;
) Ix Hold in the current fites afea _‘_;,:_;___-moﬁth(sﬁ) __:L___ yéar(s); tHén ,
O Transfer to tocal holding area; hold ____year(s); then
8 Transfer to State Records Center: hold _2 .- year(s); then

Destroy.
Transfer to State Archives for permanent retention.
O Other (Specify)

These instructions apply to all prior and future accumulations of the series.

e e e B L

__gencl HeadlDesugnee ?S:gnature} _ R Date ) ] Rgcqggis,Maﬁa;gemnt Officer 7(Signawre) Date

w«f:@m 9 /4f-9/

Attorney General/Designee
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